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GUIDELINES

1. Please complete each page fully in ink and return :

a) ONE COMPLETE COPY of the Programme As Completed Form along with all the underlying documents to the Business Affairs Department marked for the attention of the appropriate Business Affairs Executive.

If you do not have all the underlying documents, this should not delay submission of the Programme As Completed Form and the underlying documents that you have obtained.  Where underlying documentation is incomplete you will be required to submit details of all documentation that is pending as requested in the Producer Guidelines For Programme As Completed Forms and Underlying Documents.

Please send Programme As Completed Forms for Programmes of more than one episode TOGETHER at the end of production unless otherwise specifically agreed with the Business Affairs Department.

b) ONE COPY OF THE MUSIC CUE SHEET to the Music Section, Presentation Department.  

c) ONE COPY OF PAGES 1-3 (inclusive) of the Programme As Completed Form to The Presentation Secretary, Presentation Department.

You should also retain a full copy of the Programme As Completed Form and all the underlying documents for your own records.
2. Please note that where additional copies of this form are required these should be photocopied by you prior to submission.

3. If you intend to deliver your own version of the Programme As Completed Form you must ensure that it contains exactly the same details as are set out herein.

4. You are required to sign and date pages 1, 2, 3 and 10 of this form upon completion.

5. Where Programmes are to be transmitted on the same day as delivery the above still applies.

Producer Guidelines For Programme As Completed Forms and Underlying Documents.

For further guidance on completing this form, please contact Channel 4’s Business Affairs Department on 020 7396 4444, to receive a copy of the Producer Guidelines For Programme As Completed Forms and Underlying Documents. 

Alternatively, please email mailback@channel4.co.uk quoting “PAC-GUIDELINES” in the subject line of the email and the Guidelines will be automatically sent to you.
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CONTACTS

For queries relating to clearing the Channel 4 Transmissions, or other rights as detailed in the Production Agreement for the Programme(s), please contact your Business Affairs Executive.

For queries relating to the Music Cue Sheet, please telephone for advice from the Music Section, Presentation Department.

For queries relating to overseas rights clearances or obtaining world quotes for Programme(s) that Channel 4 International are selling, please contact Channel 4 International’s Rights Department.  If Channel 4 International are not selling the Programme(s) or you have any queries regarding clearances for a co-producer then speak to your Business Affairs Executive.

If you intend clearing any material under the “fair dealing” provisions or have a legal or compliance issue, please contact the Legal and Compliance Department at Channel 4 as early as possible.

For information regarding a Programme’s on-air transmission, running length and commercial break pattern, please contact Channel 4’s Presentation Department on 020 7396 8695.


For enquiries relating to programme content, please contact the Commissioning Editor.


For enquiries relating to press coverage, please contact the Press Office.

For enquiries relating to stills, please contact the Picture Publicity Department.

For enquiries relating to programme delivery, please contact the Programme Manager.

Channel 4 – 020 7396 4444.

PROGRAMME DETAILS AND THE CHANNEL 4

ADVERTISING SALES DEPARTMENT
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Channel 4 are required by law through the Independent Television Commission (“ITC”) to observe strict regulations with regard to the placing of advertisements in relation to programmes.  These include:

1. Commercial references – these are product or company references.  ITC regulations strictly govern the placing of advertisements.  Therefore Presentation MUST be given a complete list of commercial references contained within the programme.  The makers of last minute and live programmes should keep us posted because we have a legal duty to inform the Advertising Sales Department of a potential clash of interests.

2. Artist references – it is essential for us to know if any artists are appearing in commercials – if they are, those commercials cannot be slotted in or around your programmes.

3. Channel 4 are expected to be aware of the action and general mood of a programme before and after a break, and to take steps to ensure that no advertisement is scheduled which might jar the sensitivity of the viewer.

For the Advertising Sales Department to be able to observe the ITC Regulations they require the following information:

a) full plot synopsis in the case of dramatic works or description of programme format;

b) details of any verbal or visual commercial references within a programme;

c) scene description and mood immediately before and after each break;

d) full cast list; and

e) members of cast who feature in advertisements (if know).

For reference please refer specifically to pages 2 and 3 of Channel 4’s Programme As Completed Form.  This is the form containing a programme’s transmission information and all producers are required to complete a copy of this form for each programme commissioned by Channel 4 upon completion of the production period.  Copies of the Programme As Completed Form are available upon request from Channel 4’s Business Affairs Department.

Internal distribution of this information to the Advertising Sales Department should normally be possible at least 4 weeks before the programme’s scheduled transmission date.  Much of the information above is required for other purposes and spaces for its insertion can be found on the Programme As Completed Form.

Of course, for programmes which by their nature will arrive at Channel 4 very close to transmission, other arrangements for collecting this information will have to be made.  Consult with your Commissioning Editor and keep Presentation informed.

Further information regarding the rules and regulations that govern advertising breaks may be obtained by telephoning the Channel 4’s Advertising Sales Department or by contacting the ITC direct

TRANSMISSION INFORMATION

TRANSMISSION DATE (IF KNOWN):  
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PROG. TITLE::

CONTRACT NUMBER


SUB TITLE:

COMMISSIONING EDITOR:


EPISODE NUMBER

NUMBER OF EPISODES IN SERIES:


FORMAT:

(Encircle or place an X in indicated box)
STEREO
(

VT 1” C
(

BETA SP (

FILM 16mm (

FILM 35mm (

OTHER (SPECIFY)


MONO
(

VT 2” QUAD (

D3 (

SEPMAG(
COMMAG

(
OPT

(




D5 (









RUNNING TIME:

PART ONE DUR: _________________________
                                            (to natural end of part)

END            V. 

CUE:           A. 
PART TWO DUR: _________________________
                                               (to natural end of part)

END            V. 

CUE:           A. 




PART THREE DUR: _________________________
                                                    (to natural end of part)

END            V. 

CUE:           A. 
PART FOUR DUR: _________________________
                                                (to natural end of part)

END             V: 

CUE:            A. 




END CREDITS:
FIRST CREDIT  ________________________________


LAST CREDIT ________________________________

DUR. OF END CREDITS  _______  (TIMED FROM APPEARANCE OF FIRST CREDIT TO THE NATURAL END OF PROGRAMME)




DOES PROGRAMME CONTINUE AFTER LAST END? 




TOTAL DURATION OF PROGRAMME: _____________________________________________________

ANY INFORMATION HELPFUL IN TRANSMITTING PROGRAMME (E.G. DRAMATIC ENDING, SUSTAINED SILENCE, ABSENCE OF PICTURE, NATURAL BREAK etc.): 



NAME OF PRODUCTION COMPANY:

NAME OF PRODUCER/DIRECTOR: 

            TEL: 

ADDRESS: 

HOME TEL: 

OTHER USEFUL CONTACTS: 
            TEL: 

Signature:______________________________________________ Date: ___________________


(Information required for Advertising Sales Department –

see Guidance Notes at the beginning of this Form)


PROG. TITLE: 
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PROGRAMME SYNOPSIS (ABOUT 120 WORDS):  







COMMERCIAL REFERENCES

(PRODUCT OR COMPANY REFERENCES WHICH MAY AFFECT THE PLACEMENT OF ADVERTISMENTS)







SCENE DESCRIPTION & MOOD BEFORE AND AFTER BREAKS (AS ABOVE)



Signature:______________________________________________ Date: ___________________


(Information required for Advertising Sales Department –

see Guidance Notes at the beginning of this Form)


PROG. TITLE:
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CAST LIST  







DO ANY OF THE ARTISTS TAKE PART IN OR PROVIDE VOICE -OVER FOR TV COMMERCIALS?  Yes/No

IF YES, PLEASE SPECIFY:



Signature:______________________________________________ Date: ___________________

MUSIC CUE SHEET

Notes for Guidance
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GENERAL
· Music of any kind must be listed

· Each music item must be timed and listed separately

· Music items must be listed in TX order

· Each music item must be clearly legible and in ink

· Photocopying either the bland or completed cue sheet is OK (please ensure that all details remain fully legible)

USE
· Background Music is music not audible to those appearing in the programme

· Featured Music is music that is audible to those appearing in the programme

· Signature Music is the opening theme for a series: it is only defined Signature when used at the beginning and end of a programme

ACTUALITY AND UNIDENTIFIED
· ‘Actuality ‘ is the unavoidable inclusion of music when filming.  Music must still be listed

· An editorial decision to include music, or to shoot at a location where music is part of the intended ambience, or to take deliberate advantage of music or musicians when filming cannot be considered to be actuality

· When music is genuinely impossible to identify, please give all available information – you may be challenge on this

DURATION AND
TIME CODE
· Duration in minutes and seconds

· Only the time code into a cue is needed

VIDEO AND FILM
· An ISRC number should be configured GB-123-99-0001-0
Where ISRC numbers are not available please provide the record label instead

· Performer details are critical for video entries

· Music from film clips should have its film of origin stated and time code if available.



For help phone
020 7306 8471

020 7306 6998 

020 7306 8404
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MUSIC CUE SHEET
PROGRAMME TITLE

CONTRACT

NUMBER:

TX DATE:

PAGE 

NUMBER _ OF  _




EPISODE TITLE

EPISODE

NUMBER:

ORIGIN CLASS

X=Commissioned

P=Live Performance

V=Video T=Soundtrack

C=Commercial

L=Library


USE

B=Background

F=Featured

S=Signature














PRODUCTION COMPANY AND TELEPHONE NUMBER:


PRODUCTION NUMBER (ITV):








REPEAT

TX:










TIME CODE
MUSIC TITLE
COMPOSER/ ARRANGER
PUBLISHER
PERFORMER(S)
RECORD LABEL AND No.
VIDEO LABEL AND No.
ORIGIN CLASS


USE
DURATION















































































































CONTRIBUTORS
PLEASE LIST THE NAME AND ADDRESS OF EACH CONTRIBUTOR OR THEIR AGENT, STATING IN EACH CASE :

a) THE UNION AGREEMENT (i.e. PACT OR ITVA)

b) (i) PACT: EXPLOITATION FEE
(ii) IF ITVA:- NETWORK FEE ON WHICH REPEAT FEES ARE BASED 

- PROGRAMME FEE ON WHICH RESIDUALS ARE BASED

* WHERE THERE ARE ANY SPECIAL CONDITIONS OR RESTRICTIONS IN CONTRACTS WITH EQUITY MEMBERS.  PLEASE INDICATE AND ATTACH A COPY OF THE CONTRACT(S). 
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(i) EQUITY




PROG. TITLE: 




CHARACTER
NAME OF ARTIST:

ADDRESS:
NAME OF AGENT:

ADDRESS:
UNION

AGREEMENT
EXPLOITATION FEE PACT NETWORK

FEE FOR REPEAT

FEES (ITVA)
(IF TVA) PROGRAMME

FEE FOR RESIDUALS
N.I. No.
V.A.T No.






















































































































CONTRIBUTORS continued
PLEASE LIST THE NAME AND ADDRESS OF EACH MUSICIAN OR THEIR AGENT, STATING IN EACH CASE:

a) THE PROGRAMME/SESSION FEE PAID (ON WHICH TO BASE REPEAT FEES & RESIDUALS)

b) THE UNION AGREEMENT (i.e. PACT OR ITVA) IN THE FOLLOWING CATEGORIES:

* IF PACT AGREEMENT PLEASE STATE  - WHETHER TV FILM SERIES OR SINGLE FILMS AGREEMENT (IF LATTER PLEASE STATE WHICH COMBINATION OF USES HAVE BEEN BOUGHT OUT –

 CF, SINGLE FILMS AGREEMENT, CLAUSES 20 & 21).
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(ii) MUSICIANS




PROG. TITLE: 








NAME OF ARTIST:

ADDRESS:
NAME OF AGENT:

ADDRESS:
UNION AGREEMENT
No. of SESSIONS
N.I. No.
V.A.T. No.



ITVA: 

HIGHEST SESSION

FEE
PACT 

SINGLE FILMS: 

USES BOUGHT OUT




































































































CONTRIBUTORS continued
PLEASE LIST BELOW THE NAMES AND ADDRESSES OF ALL OTHER CONTRIBUTORS

(e.g. PRESENTERS, INTERVIEES, FREELANCE PRODUCERS/DIRECTORS etc.)

STATING IN EACH CASE WHETHER THAT PERSON IS ENTITLE TO RESIDUAL PAYMENTS ON OVERSEAS SALES AND IF SO THE BASIS FOR SUCH RESIDUALS.
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(iii) OTHER




PROG. TITLE: 




NAME OF ARTIST:

ADDRESS:
NAME OF AGENT:

ADDRESS:
UNION AGREEMENT

(IF APPLICABLE)
PROGRAMME FEE:
N.I. No.
V.A.T. No.





















































































COPYRIGHT MATERIAL
PLEASE SET OUT IN RESPECT OF ALL COPYRIGHT MATERIAL (i.e. STILLS OR FILM/VT FOOTAGE etc.) INCORPORATED IN THE PROGRAMME.  PLEASE INCLUDE THE APPROPRIATE TIME CODE REFERENCE(S) IN THE LEFT HAND COLUMN IN RESPECT OF ALL MATERIAL LISTED.
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PROG. TITLE: 







DESCRIPTION AND 

TIME CODE REFERENCE(S)
SOURCE OF

MATERIAL
FEE
RIGHTS OBTAINED e.g. UK TV

WORLD TV etc.
COST FOR

FURTHER RIGHTS

(SEE FOOT NOTE*)

a) STILLS









































































b) ARCHIVE FOOTAGE































* PLEASE OBTAIN QUOTE/ESTIMATE FOR WORLD TV (INCLUDING PAY/CABLE), WORLD NON-THEATRIC, WORLD VIDEO. 

 IF POSSIBLE, THIS SHOULD ALSO BE DONE ON A TERRITORY BY TERRITORY BASIS.

PLEASE STATE IF ANY RESTRICTIONS ON RIGHTS AVAILABLE.

/Continued

COPYRIGHT MATERIAL
PLEASE SET OUT IN RESPECT OF ALL COPYRIGHT MATERIAL (i.e. STILLS OR FILM/VT FOOTAGE etc.) INCORPORATED IN THE PROGRAMME.  PLEASE INCLUDE THE APPROPRIATE TIME CODE REFERENCE(S) IN THE LEFT HAND COLUMN IN RESPECT OF ALL MATERIAL LISTED.
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PROG. TITLE: 







DESCRIPTION AND 

TIME CODE REFERENCE(S)
SOURCE OF

MATERIAL
FEE
RIGHTS OBTAINED e.g. UK TV WORLD TV etc.

(LENGTH OF LICENCE PERIOD)
COST FOR

FURTHER RIGHTS*

(e.g. RESIDUAL PAYMENTS UNDER PACT OR ITVA AGREEMENT WITH W.G.G.B)

c) SCRIPT

(ORIGINAL AND ADAPTION/ QUOTATIONS ETC.)





































































































AUTHORSHIP

PROGRAMME / FILM (excluding

Archive

Footage)
NAME(S)
ADDRESS(ES)
TELEPHONE No.
FAX

No.
NAME AND ADDRESS OF AGENT/PUBLISHER
ASSIGNMENT OF ANY COPYRIGHT AUTHORISATION TO PRODUCTION COMPANY (delete as applicable)
IF NO ASSIGNMENT TO 

PRODUCTION COMPANY

INDICATE IF RIGHTS 

ASSIGNED TO COLLECTING 

SOCIETY








DATE OF ASSIGNMENT
YES/NO
IF ASSIGNED LIST NAME AND ADDRESS OF COLLECTION SOCIETY

PRODUCTION COMPANY





N/A




PRINCIPLE DIRECTOR(S) OF PROGRAMME / FILM





YES / NO




THE AUTHOR(S) OF ANY SCREENPLAY OR SCRIPT MATERIAL COMMISSIONED FOR THE PROGRAMME/FILM (SPECIFY WHETHER SCREENPLAY OR ORIGINAL DIALOGUE)





YES / NO




THE COMPOSER(S) OF MUSIC SPECIFICALLY CREATED FOR AND USED IN THE PROGRAMME / FILM





YES / NO




I CERTIFY THAT:-

(A) THE ABOVE DETAILS ARE COMPLETE AND ACCURATE AS AT THE DATE OF COMPLETION OF THE PROGRAMME/FILM AND ITS DELIVERY TO CHANNEL 4.

(B) ALL PERSONS LISTED HAVE BEEN INSTRUCTED TO GIVE WRITTEN NOTICE TO CHANNEL FOUR TELEVISION CORPORATION (MARKED FOR THE ATTENTION OF THE CORPORATION SECRETARY) OF ANY CHANGE OF CONTACT DETAILS.
(continue on separate sheet if required)

SIGNATURE: ____________________________________________________________

FOR AND ON BEHALF OF: 

(NAME OF PRODUCTION COMPANY)

                                                                                         DATE: __________________

RIGHTS
PLEASE COMPLETE THE RELEVANT SECTION(S) BELOW IN RESPECT OF ALL MUSIC INCORPORATED IN THE PROGRAMME
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PROG. TITLE: 







DESCRIPTION
SOURCE OF MATERIAL / RECORD LABEL No. 

AND NAME OF 

COMPOSER / ARANGER
SYNCHRONISATION FEE PAID
RIGHTS OBTAINED (LENGTH OF

 LICENCE PERIOD)
COST FOR FURTHER RIGHTS*

a) LIBRARY MUSIC / DISCS



































b) COMMERCIAL MUSIC / RECORDS



































c) COMMISSIONED MUSIC





























PLEASE OBTAIN QUOTE/ESTIMATE FOR (1) WORLD TV (INCLUDING PAY/CABLE), (2) WORLD NON-THEATRIC, (3) WORLD VIDEO.

IF POSSIBLE THIS SHOULD BE DONE ON A TERRITORY BY TERRITORY BASIS.

PLEASE STATE IF ANY RESTRICTIONS ON RIGHTS AVAILABLE.

TECHNICAL INFORMATION
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PROG. TITLE: 







IF ON FILM:

STATE NAME, ADDRESS, TELEPHONE NUMBER WHERE ALL MASTER MATERIAL STORED.

ATTACH RELEVANT ACCESS LETTER IF APPROPRIATE.



ORIGINAL CUT NEGATIVE OR COLOUR REVERSAL INTERNEGATIVE:


TEXTLESS TITLE BACKGROUNDS:


MAGNETIC TRIPLE TRACK:


MUSIC AND EFFECTS TRACK


STILLS NEGATIVES:


IF ON TAPE:

STATE NAME, ADDRESS, TELEPHONE NUMBER, WHERE STILLS NEGATIVES STORED ATTACH RELEVANT ACCESS LETTER IF APPROPRIATE:




CREDIT REQUIREMENTS
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PROG. TITLE: 







PLEASE LIST CONTRACTUAL PAID ADVERTISING DETAILS CLEARLY INDICATING THE RELEVANT SIZES AND POSITION BY PERCENTAGES:



LIST OF CREDITS AS THEY APPEAR ON SCREEN SET OUT BY TITLE CARDS:



PLEASE DETACH AND RETAIN THIS PAGE FOR INFORMATION


[image: image17.png]


